
CHAPTER 1

SHOP ORGANIZATION AND ADMINISTRATION

Overview

Introduction As an Illustrator Draftsman, your responsibilities do not begin and end with the
start and completion of a drawing assignment. You may, regardless of pay
grade, have administrative and organizational responsibilities integral to the
efficient management of your shop. This chapter provides a basic background
to help you understand your administrative obligations.

Objectives The material in this chapter enables you to do the following:

Identify command limitations on copy reproduction and the importance of a
production log.

Understand the significance of accurately completing Joint Committee of
Printing (JCP) inventories.

Recognize copyrighted material and avoid copyright infringement.

Compile information required to submit an audiovisual report.

Identify the procedures for releasing, handling, and protecting classified
material.

Recognize material suitable for inclusion in a picture morgue and
procedures for classifying additions and deletions.

Continued on next page
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Overview,

Acronyms

Continued

The following table contains a list of acronyms you must know to understand
the material in this chapter:

Acronym Meaning

AV Audiovisual

BIB Bibliography

DD Department of Defense Form

FSC Federal Supply Class

GSA Government Supply Agency

ISA Interservice Support Agreement

JCP Joint Committee of Printing

JIRSG Joint Interservice Regional Support Group

MLSR Missing, Lost, Stolen, or Recovered

MOA Memorandum of Agreement

MOU Memorandum of Understanding

MSDS Material Safety Data Sheets

NAVSUP Navy Supply Form

OF Optional Form

OPTAR

PAR

PMRP

SF

SSIC

Operational Target

Personnel Advancement Requirements

Precious Metal Recovery Program

Standard Form

Standard Subject Identification Code

VI Visual Information

Continued on next page
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Overview,

In this chapter

Continued

This chapter covers the following topics:

Topic See Page

Shop Layout 1-4

Regulations 1-6

Forms 1-32

Files 1-35

Supply 1-39

Supervision 143

Job Orders 1-50

Customer Service 1-53

Quality Control 1-54
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Shop Layout

Introduction DMs fill billets in drafting or graphic shops on ships and shore locations.
The mission of the command and the shop varies from billet to billet. Some
shops stand alone and produce products from beginning to end. Other shops
interface with a Photo Lab or Printshop to complete the products. It is
important for you to understand the commitments and agreements of the shop
to administer, manage, and supervise the shop efficiently.

Local Local commitments are interfaces with other shops, such as a Photo Lab or a
commitments Printshop. Maintain a good rapport with these support shops. Provide them

with creditable service and your shop will receive the same.

External In addition to and external to the command, Navy drafting shops have
commitments obligations and responsibilities defined by instruction and practice. Know the

commitments of the shop to provide support to units external to your
command. These commitments exist in the form of Interservice Support
Agreements (ISA), Joint Interservice Regional Support Group (JIRSG),
Memorandums of Understanding (MOU), and Memorandums of Agreement
(MOA). Agreements between units typically define reoccurring services and
the basis for financial reimbursement. Although you need not know the
intricacies involved in establishing agreements between units, you must know
if your shop has such commitments, the extent of the obligation, and the
format for finding. These factors can determine how your shop orders
supplies and schedules work loads.

Figure 1-1 shows external agreements and their purposes.

Figure 1-1. —External Agreements.

Continued on next page
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Shop Layout, Continued

Physical Ideally, drafting shops are divided into the following three distinct areas:
environment

• a reproduction area,
• a storage area, and
• a work area.

The chances are that your shop was set up before you arrived. Review your
shop spaces with an eye for an improved work environment.

ANALYZE: Analyze your shop spaces periodically to determine if you are
using space and equipment efficiently. Make a scale drawing of your shop
spaces and cutouts of the equipment to arrange and rearrange for maximum
productivity.

SPACE: Remove unwanted, obsolete, or defective equipment from the shop
and dispose of it properly to free up every inch of space. Locate the
reproduction and storage areas away from the work area to eliminate
distractions. Workers should not have to walk around each other to reach
supplies and reproduction machinery.

NOISE: Minimize the noise in the work area.

TEMPERATURE: Keep the temperatures in all areas comfortable– not too
hot and not too cold. Temperatures in the storage area may sour supplies if
overly warm and humid.

LIGHT: Lighting of the proper intensity is critical. All workers should have
a sufficient amount of direct light or they will require additional lighting.
Direct sunlight is rarely available as a steady light source.

COMFORT: Consider every factor that will impact the comfort of the
worker and the security of the equipment and supplies, including the effects
of the pitch and roll of the ship.

CLEANLINESS: Keep everything clean and in a maximum state of
readiness. Clean spaces regularly; clean equipment often. Dirty spaces and
equipment produce dirty work.

SAFETY: Plan for a safe environment.
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Regulations

Introduction Regulations govern every facet of military life, including the jobs we do and
how we do them. They provide guidance and direction. They ensure
uniformity and discipline. However, the word regulations seems always to
have a derogatory connotation, but regulations actually work for you. When
you know and operate within the guidelines of published regulations, you,
your shop, and the people that work for you are well taken care of.

Local policy Local commands may have an established policy regarding the function and
use of the Graphics shop. Some do not. If a guidance policy does not exist
for your shop, it would be wise for you to create one. If one exists, review it
annually and update it as necessary.

A command policy or instruction minimizes the opportunity to abuse shop
personnel, equipment, and supplies. It establishes procedures, establishes a
chain of command for requesting services, and sets criteria for priority work.

When you have to create a command policy or instruction, use existing
guidance already promulgated in Navy and Department of Defense
instructions.

Governing Although the instructions in this section were current at the time of this
directives writing, they are subject to periodic review. Gather these instructions as

reference material and be sure to collect the most recent edition. This
training manual will not cover them in detail.

Continued on next page
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Regulations, Continued

Governing The following table contains a list of instructions you must know well to
directives manage a Navy Graphics shop effectively:
(Continued)

Instruction

BUPERSINST 1610.10

DODINST 4000.19

JCP No. 26

NAVPUBINST
5600.44

NAVPUBINST
5600.42 NAVSO P-35

NAVPUBINST
5603.10

NAVPUBINST P-2002

NAVSEAINST 4570.3

OPNAVNOTE 5290

OPNAVINST 5290.1

OPNAVINST 5510.1

SECNAVINST 5213.10

Name

Navy Performance Evaluation (EVAL) and
Counseling System

Interservice, Interdepartmental, and Interagency
support

Government Printing and Binding Regulations

Reprographics Management Program

Department of the Navy, Publications and
Printing Regulations

Preparation and Submission of JCP Forms 1, 5,
and 6; Procedures for

Navy Stocklist of Publications and Forms

Precious Metal Recovery Program (PMRP)

Alteration of Official DOD Imagery

Naval Imaging program (NAVIMP) Policy and
Responsibilities

Department of the Navy, Information and
Personnel Security Program Regulation

Department of the Navy, Forms Management
program

Continued on next page
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Regulations, Continued

Governing
directives
(Continued)

BUPERSINST
1610.10, Navy
Performance
Evaluation
(EVAL) and
Counseling
System

Instruction Name

SECNAVINST 5215.1 Department of the Navy, Directives Issuance
System

SECNAVINST 5216.5 Navy Correspondence Manual

SECNAVINST 5210.11 Department of the Navy, Standard Subject
Identification Codes

SECNAVINST 5500.4 Department of the Navy, Reporting of Missing,
Lost, Stolen, or Recovered Government Property

SECNAVINST 5870.6 Copyright in Works of Authorship Prepared by
Department of the Navy Personnel

SECNAVINST 5870.5 Permission to Copy Materials Subject to
Copyright

SECNAVINST 5600.20 Graphic Design Standards

SECNAVINST 5603.2 Printed Matter for Official Ceremonies

SECNAVINST 5290.1 Naval Imaging Program

The Navy Performance Evaluation (EVAL) and Counseling System provides
guidance for writing performance evaluations and counseling personnel. It
identifies line items and appropriate entries for every category of an
evaluation. This is an invaluable reference for writing your input to your
evaluation or those of subordinates under your jurisdiction.

Continued on next page
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Regulations, Continued

DODINST
4000.19,
Interservice,
Interdepart-
mental, and
Interagency
Support

This instruction specifically defines the support provided throughout the
Department of Defense complex between services, agencies, and commands.
It also outlines reimbursable services and formalizes agreements by
Memorandums of Agreement (MOA), Memorandums of Understanding
(MOU), and Interservice Support Agreements (ISA).

JCP No. 26,
Government
Printing and
Binding
Regulations, S.
Pub. 101-9

This publication outlines shop entitlement, funding and allowance lists,
biannual inspections, annual reporting obligations, and the consequences of
inaccurate reporting or the failure to report. It contains definitions,
equipment condition codes, and a list of JCP forms.

NAVPUBINST
5600.44,
Reprographics
Management
Program

The NAVPUBINST 5600.44, Reprographics Management Program, is a
fleet-wide standard. It defines procedures and terminology, delineates copy
procedures, duplicating, and reprographic functions and entitlement. It
specifically addresses both sea and shore command limitations. The primary
concern of this instruction is the economical use of copying and reprographic
facilities.

Continued on next page
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Regulations, Continued

NAVPUBINST The Copier Production Log is generally used for copying items in small
5600.44, quantity. Keep this log near the copy machine and complete it every time a
Reprographics
Management

copy is made. It gives an accurate account of the amount of paper used and

Program
who is using it. It also highlights abuses in copier use. This is a valuable

(Continued)
tool for justifying expenditures in stock and toner.

Figure 1-2 shows a Copier Production Log and appropriate log entries.

Figure 1-2. -Copier Production Log.

Continued on next page
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Regulations, Continued

NAVPUBINST
5600.44,
Reprographics
Management
Program
(Continued)

The Economical Copying Limit displays the copier limitations and refers the
customers to another machine if their job exceeds the copier capabilities.
Display this sign along with the Copier Production Log prominently near the
copier.

Figure 1-3 shows the Economical Copying Limit, which is protection for the
copier from excessive wear due to exceeding the manufacturer rated capacity.

Figure 1-3.—Economical Copying Limit.

Continued on next page
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Regulations, Continued

NAVPUBINST  Figure 1-4 shows an example of a Duplicating
5600.44,
Reprographics
Management
Program
(Continued)

Production Log.

Figure 1-4. —Duplicating Production Log.

Continued on next page
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Regulations, Continued

NAVPUBINST  The Reproduction Production Log specifies job number, ordering activity,
5600.44, size, number of originals, copies each, total copies, and adjusted totals. This
Reprographics information is a valuable source in figuring overall costs in man-hours and
Management
Program

supplies.

(Continued) Figure 1-5 depicts the Reproduction Production Log, which is an enclosure to
the instruction.

Figure 1-5. —Reproduction Production Log.

Continued on next page
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Regulations, Continued

NAVPUBINST
5600.42
NAVSO P-35
Department of
the Navy,
Publications

This regulation provides detailed guidance to all ships and stations that
produce a newspaper or a newsletter for the crew. It reiterates policy found
in the Reprographics Management Program and the Joint Committee on
Printing (JCP), No. 26. There is a list of references and authorized Navy
printing plants in the back of the regulation.

and Printing
Regulations

NAVPUBINST
5603.10,
Preparation
and Submission
of JCP Forms
1, 5, and 6:
Procedures for

This is an instruction on completing the JCP Forms 1, 5, and 6. These are
annual reporting requirements that, if inaccurate or incorrectly filled in, may
cost your shop in terms of billets and funding.

Figure 1-6 shows Forms 1, 2, 5, and 6. Forms 1 and 5 are the most
important forms for your shop if the shop does any reproduction.

Figure 1-6. —JCP forms.

Continued on next page
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Regulations, Continued

NAVPUBINST
P-2002, Navy
Stocklist of
Publications
and Forms

The Navy Stocklist of Publications and Forms lists standard Navy forms,
signs, and labels available through the government supply system. It
provides ordering information such as the stock number, unit of issue, and a
brief description. Use this publication to order standard stock items instead
of producing them in your shop. If an originator requests standard stock
items or items with a stock number, refer them to supply with the appropriate
information for ordering the item through supply. It is against Navy
regulations to create or print, in quantity, items available through the system.

NAVSEAINST
4570.3,
Precious Metals
Recovery
Program
(PMRP)

This instruction introduces a precious metal/metal recovery program that is
becoming increasingly important in the work space. Some of the products
we use as DMs contain particles of precious metals or substances that are
recoverable. Photographic films, pastes, and paints are but a few of the
products that contain or produce effluent, containing recoverable particulate
which could represent a savings or credit to the Navy.

OPNAVNOTE
5290,
Alteration of
Official DOD
Imagery

This Department of Defense Directive provides guidance and establishes
policy and responsibility on the alteration of DoD imagery. It defines
acceptable alterations using photographic techniques, video imagery,
cropping, editting, enlarging, animation, digital simulation, graphics, special
effects, digital conversion or compression, and post-production enhancement.

Continued on next page
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Regulations, Continued

OPNAVINST The purpose of the OPNAVINST 5290.1, Naval Imaging program
5290.1, Naval (NAVIMP) Policy and Responsibilities, is to establish a centralized visual
Imaging imagery activity to supply the regional fleet with audiovisual products. This
Program
(NAVIMP)

centralized shop would function more economically than a cluster of

Policy and independent shops and assume accountability and responsibility for all

Responsibilities audiovisual and visual information products.

Approved VI activities have a five-digit authorization number for finding and
billeting. This number, called a DVIAN number, identifies major commands
and individual activities of the VI community.

This instruction requires each shop to submit a visual information report
annually. The visual information (VI) report accounts and justifies funding
and billet assignments.

Study this instruction in its entirety. Definitions of production guidelines and
report requirements must be thoroughly understood before you submit the
myriad of forms associated with it.

Continued on next page
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Regulations, Continued

Figure 1-7 shows a customer request to initial production for an audiovisualOPNAVINST
5290.1, Naval
Imaging
Program
(NAVIMP)
Policy and
Responsibilities
(Continued)

product.

Figure 1-7. —VI Production Request.

Continued on next page
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Regulations, Continued

OPNAVINST
5290.1, Naval
Imaging
Program
(NAVIMP)
Policy and
Responsibilities
(Continued)

Figure 1-8 shows the extensive amount of research and consideration given to
a customer request for a visual information product before approval or
disapproval.

Figure 1-8. —Validation.

Continued on next page
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Regulations, Continued

OPNAVINST
5510.1,
Department of
the Navy,
Information
and Personnel
Security
Program
Regulation

The OPNAVINST 5510.1 is the Navy security manual. What you need to
know about protecting sensitive information is in this instruction. It
establishes security measures for handling and marking, as well as protection
and safeguards in transmitting and storing classified information.
Standardized fleet-wide procedures ensure optimum continued and consistent
protection of information vital to national security.

The following table contains a list of the most important chapters that you, as
a DM, must know:

Chapter Title

Chapter 8 Declassification, Downgrading, and Upgrading

Chapter 9 Marking

Chapter 10 Accounting and Controls

Chapter 11 Printing, Reproduction, and Photographing

Chapter 13 Safeguarding

Chapter 14 Storage

Chapter 16 Hand Carrying

Chapter 17 Destruction

Continued on next page
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Regulations, Continued

SECNAVINST
5213.10,
Department of
the Navy,
Forms
Management
Program

SECNAVINST
5215.1,
Department of
the Navy,
Directives
Issuance
System

SECNAVINST
5216.5, Navy
Correspon-
dence Manual

The Forms Management Program encourages interagency, interservice, and
interdepartmental use of forms. Its intent is to reduce duplication of forms
and to minimize the creation of new forms.

Besides standardizing and economizing form use, the Directives Issuance
System, SECNAVINST 5215.1, ensures the currency of local forms by
requiring periodic reviews. A command review procedure reduces form
duplication and obsolescence. Procedures for preparing and maintaining
local forms are specific. Before reproducing a local form, check to make
sure the local coordinator, usually located in the administrative offices,
approves the form for continued reproduction. The originators of the
reproduction request are responsible for making sure local forms have
approval, but not many do. The designation for approved local forms or
instructions is in the lower left-hand comer of the page.

The Navy Correspondence Manual defines the standard format for internal
memos and memorandums and letters that will leave the command. It
dissects a letter explaining the purpose and impact of each section.
Communicating intelligently in writing is a prerequisite to any successful
career. An excellent correspondence course is available through the
Educational Services Office.

Continued on next page
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Regulations, Continued

SECNAVINST
5210.11,
Department of
the Navy,
Standard
Subject
Identification
Codes (SSIC)

SECNAVINST
5500.4,
Department of
the Navy,
Reporting of
Missing, Lost,
Stolen, or
Recovered
(MLSR)
Government
Property

The SSIC is a standardized filing procedure that creates a filing system where
files are easily expandable and retrievable. All administrative
correspondence is based on this system, which consists of five sections and
thirteen major subject groups. Primarily numeric, further cross-referencing
and subdivision yield a highly flexible filing system. When you withdraw a
file from the system, use a Chargeout Record to indicate where a file
belongs. Chargeout Records information is covered in the “Forms” segment
of this chapter.

Figure 1-9 shows the five sections and thirteen major subject codes of the

Figure 1-9.—SSIC.

This instruction prescribes policy and procedures for reporting controlled or
pilferable equipment, precious metals/metal recovery, and gear on minor
plant property cards that is missing, lost, stolen, or recovered. Annual sight
inventories of custody card items will highlight discrepancies in shop
equipment. An enclosure lists MLSR definitions and terminology. Larger
shops or shops highly trafficked may hold a custody card inventory more
often than once a year.

Continued on next page
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Regulations, Continued

SECNAVINST
5500.4,
Department of
the Navy,
Reporting of
Missing, Lost,
Stolen, or
Recovered
(MLSR)
Government
Property
(Continued)

Figure 1-10 is an example of the front side of a DD Form 200. Report
inventory discrepancies immediately on a Financial Liability Investigation of
Property Loss, DD Form 200, NSN 0102-LF-011-9100.

Figure 1-10. —DD Form 200.

Continued on next page

1-22



Regulations, Continued

SECNAVINST Figure 1-11 is an example of the back side of the form. Maintain submitted
5500.4, forms in the shop file until the missing equipment is removed from inventory.
Department of
the Navy,
Reporting of
Missing, Lost,
Stolen, or
Recovered
(MLSR)
Government
Property
(Continued)

Figure 1-11. —DD Form 200 (back).

Continued on next page
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Regulations, Continued

SECNAVINST
5870.6,
Copyright in
Works of
Authorship
Prepared by
Department of
the Navy
Personnel

Copyright in Works of Authorship Prepared by Department of the Navy
Personnel, SECNAVINST 5870.6, clearly states that work prepared by an
officer or employee of the United States Government while in an official
capacity is not eligible for copyright. The definition of official capacity or
official duties is defined by this instruction as are some exceptions which
would allow a copyright.

SECNAVINST
5870.5,
Permission to
Copy Materials
Subject to
Copyright

The purpose of SECNAVINST 5870.5, Permission to Copy Material Subject
to Copyright, is to prescribe the procedures for obtaining permission from
copyright owners to use their copyrighted material. The instruction describes
copyright infringement, copyright markings, and details the guidelines one
should follow to request permission to use information free of charge or at
cost. It also ascribes responsibilities for infringement to the user activity and
lists a point of contact for clarification and administrative claims.

Figure 1-12 illustrates common copyright markings.

Figure 1-12. —Copyright markings.

Continued on next page
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Regulations, Continued

SECNAVINST
5600.20,
Graphic Design
Standards

The purpose of SECNAVINST 5600.20, Graphic Design Standards, is to
standardize formats, typography, and emblem identifiers throughout the Navy
in the interest of economy. Identifiers are symbols that represent the
department and activity seals, the Navy emblem, and the logotype.

Figure 1-13 illustrates acceptable identifiers.

Figure 1-13. —Identifiers.

This instruction also specifies the allowable typography and leading between
words and lines. Although generally uniform, regardless of whether the
finished product is an envelope, a letterhead, or a certificate, it does vary.
This instruction offers a selection of standardized sizes and formats for
certificates and addresses the issue of color ink and color ink selection.

Figure 1-14 shows standard vertical formats. The asymmetric format is
using a full-color department seal. This seal is also available in a horizontal
format through the supply system.

Figure 1-14. —Vertical formats.

Continued on next page
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Regulations, Continued

SECNAVINST
5600.20,
Graphic Design
Standards
(Continued)

SECNAVINST
5603.2, Printed
Matter for
Official
Ceremonies

SECNAVINST
5290.1, Naval
Imaging
Program

Figure 1-15 shows standard horizontal formats.

Figure 1-15. —Horizontal formats.

Printed Matter for Official Ceremonies is a valuable reference instruction that
defines ceremonial printed material at public expense approved as official and
necessary. Ceremonial material is invitations for retirement ceremonies,
luncheons, dinners, receptions, and Dining-In ceremonies.

The SECNAV instruction is almost identical to the OPNAV instruction. The
major difference between these two instructions is the detailed explanation of
the procedures for filling out the reports.

Continued on next page
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Regulations, Continued

SECNAVINST
5290.1, Naval
Imaging
Program
(Continued)

Figure 1-16 illustrates the front of a three-page form used to track the visual
information product throughout its creation.

Figure 1-16. —DD Form 1995-2, page 1 of 3.

Continued on next page
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Regulations, Continued

SECNAVINST
5290.1, Naval
Imaging
Program
(Continued)

Figure 1-17 shows the second page which identifies target audiences,
milestone dates, and primary contacts.

Figure 1-17. —Page 2.

Continued on next page
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Regulations, Continued

SECNAVINST
5290.1, Naval
Imaging
Program
(Continued)

Figure 1-18 shows the location of the master material and the overall cost of
production on the last of the three-part form.

Figure 1-18. —DD Form 1995/2.

Continued on next page
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Regulations, Continued

SECNAVINST   Figure 1-19 shows the front of DD Form 2054/1, the Visual Information (VT)
5290.1, Naval report. The figures reported on this form come directly from the shop job
Imaging log. The importance of a detailed and accurate log is evident. Category
Program definitions, especially in Section III, are subject to change. Verify the
(Continued) reporting criteria with your type commander before submission. An

incorrect report or your failure to report can be costly in terms of funding
and personnel during the next fiscal review.

Figure 1-19. —VI Annual Report.

Continued on next page
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Regulations, Continued

SECNAVINST  Figure 1-20 shows an example of DD Form 2054/2, the Audiovisual (AV)
5290.1, Naval Annual Production and Library Report.
Imaging
Program
(Continued)

Figure 1-20. —DD Form 2054/2.

Hazardous
Material

In the present climate and in the future, hazardous material presents handling,
storage, and disposal problems. Guidelines change daily out of necessity.
So stay abreast of new developments and regulations in this area.
Furthermore, collect Material Safety Data Sheets (MSDS) and keep them
available in your work space.

MSDS sheets outline procedures to minimize damage to the workers and the
environment should mishandling result in a spill or exposure. They are
printed for every product manufactured in the United States. Track them
down and maintain a file of MSDS sheets for all products in the shop. Make
them available for all hands to review. It is your right and duty to be aware
of hazards in the work center. If a manufacturer does not or will not provide
a MSDS sheet for their product, switch to another manufacturer.
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Forms

Introduction Standard forms exist within the supply system that are sufficiently generic to
use Navy-wide. Using these preexisting forms eliminates duplication at the
local level. Use standard forms whenever possible. It saves manpower,
supplies, and time. Newly created forms should comply with Forms
Analysis and Design, 058-LP-502-0000. Obtain a copy of the Navy Stocklist
of Publications and Forms, NAVSUP P-2002, to locate current form
numbers and revisions.

Standard forms The following table provides a partial list of standardized forms used
throughout the Navy that you will use frequently:

Form Purpose Source

DD Form 1149 Requisitioning and 0102-LF-007-2300
Invoice/Shipping Document

DD Form 1348 Requisition System Document 0102-LF-001-3491
(Manual)
ordering supplies

NAVSUP 1250/1 Supply Requisition

NAVSUP 1250/2 Supply Requisition

DD Form 200 Financial Liability 0102-LF-011-9100
Investigation of Property Loss

OF Form 23 Chargeout Record 7540-00-823-8130
checking files in/out, long form

OF Form 24 Chargeout Record 7540-00-823-8131
checking files in/out

OF Form 25 Chargeout Record 7540-00-823-8132
checking files in/out

Continued on next page
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Forms, Continued

Standard forms
(Continued) Form Purpose Source

OPNAV 5213/18 Forms Register 0107-LF-052-1390

OPNAV 5213/19 Request for New or Revised 0107-LF-052-1397
Forms

NAVPUB 5600/26 Copier Production Log Appendix
NAVPUBINST
5600.44

NAVPUB 5600/29 Economical Copying Limit Appendix
NAVPUBINST
5600.44

NAVPUB 5600/27 Duplicating Production Log Appendix
NAVPUBINST
5600.44

NAVPUB 5600/28 Reproduction Production Log Appendix
NAVPUBINST
5600.44

DD Form 844 Requisition for Local 0102-LF-010-2700
Duplicating Service

JCP No. 1 Semi-amual Printing Plant Local or regional
Inventory Defense Printing

Service

JCP No. 5 Annual Plant Inventory Local or regional
Defense Printing
Service

JCP No. 6 Annual Inventory of Stored Local or regional
Equipment Defense Printing

Service

Continued on next page
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Forms, Continued

Standard forms
(Continued) Form Purpose Source

DD 2054/1 Visual Information (VI) CNO (OP-09BG)
Annual Activity Report

DD 2054/2 Audiovisual (AV) Production CNO (OP-09BG)
and Library Report

OPNAV 5290/1 Request for Audiovisual 0107-LF-031-5081
Services

OPNAV 5290/3 Navy Visual Information CNO (OP-09BG)
Activity
Authorization/Request

DD 1995-1 Visual Information Production 0102-LF-019-9511
Request, Evacuation and
Approval

DD 1995-2 Visual Information (VI) 0102-LF-019-9506
Production Report

OPNAV 3150/16 Audiovisual Activity Job 0107-LF-031-5080
Order
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Files

Introduction The way a shop files data, correspondence, original drawings, tracings,
negatives, and large- or roll-size drawings is unique to each shop. Often it is
dictated by the available storage containers and space. The effectiveness of a
filing system is simply material retrievability.

Responsibility The leading petty officer in the shop should designate one person to be
responsible for maintaining the files. This person is to check material in and
out, trace outstanding files, and replace returned files. All workers in the
shop, however, should familiarize themselves with the system and be able to
maintain it.

Containers Navy shops have the following similar filing containers:

• file drawers for data and correspondence,
• flat files for original drawings, tracings, and negatives, and
• container files for large- or roll-size drawings.

These filing containers may or may not have safeguards for protecting
classified material.

Continued on next page
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Files, Continued

Filing systems

Picture morgue

Contents

Clipping

The following table represents the two basic filing systems found in most
shops and their advantages/disadvantages:

System Advantages Disadvantages

Standard Subject
Identification Codes
(SSIC) numbers

Sequential serial
numbers

• broad coverage
• Navy-wide use
• easily expandable
• easily retrievable
• number identifies

subject

• eliminates shifting
files

• easily expandable

• initial setup takes
time

• more complicated

• numbers do not
identify subject

• requires extensive
cross-referencing

Every shop has a picture morgue. Your shop may call it a clip art file, or
scrap file. This is reference material and picture ideas collected for use in
whole or in part for future illustrations and layout formats.

Any image on any subject is appropriate for a picture morgue. Magazines,
newspapers, brochures, books, and catalogues are all excellent sources for
scavenging ideas. The intent here is to use the images as a catalyst to inspire
your own original ideas, not to copy another’s work blatantly.

Once you find artwork to clip for your file, identify the pictures by
annotating the date, publisher, caption or description, and copyright
information. Do this on the reverse of the image or on a firmly attached
separate paper. Carefully pry out all the staples and remove the tape from
the image area. Fold large pictures with the picture side out to minimize
damage created by creasing.

Continued on next page
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Files, Continued

Filing Store clipped art in letter-sized folders. Folders with tabs are convenient for
labeling. File tie folders in the shop using the established filing system or
begin a system specific to the picture morgue.

Figure 1-21 shows general subject divisions for a picture morgue.

Figure 1-21. —Subject divisions.

Continued on next page
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Files, Continued

Filing Figure 1-22 indicates how tabbed folders are easily visible.
(Continued)

Figure 1-22. —Tabbed folders.
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Supply

Introduction At some time in your career, you will be responsible for maintaining and
ordering supplies. Plentiful supplies ensure that all workers have what they
need to perform a task and that your shop remains versatile and fully capable.

Waste Monitor your shop for waste and abuses in supply use. Curb the tendency to
loan or give supplies away. Correct abuses, minimize waste, and use limited
shelf-life items before the expiration date. The amount of wasted supplies
should not exceed 2 percent of the total supplies used on a job.

Estimating Inventory the supplies on hand regularly. Information from the job log on
supplies completed job requests, current job requests, and upcoming special projects

combined with prospective deployments and exercises will show trends in
quantity. Common sense gleaned from past experience will guide your
decisions to order the quantities required to maintain adequate supply levels.

Purchasing new When purchasing new equipment, project the future requirements of your
equipment shop and what technology offers to fill those needs. Consider the equipment

life expectancy and service contracts offered by the manufacturer. Increased
quality, ease of performance, and increased production should be the effects
of modernization.

Purchasing Limitations in purchasing consumables are often related to storage space.
consumables Some supplies are temperature and/or time sensitive. Use the first in/first out

system of storing. Clearly mark the contents and receipt date on the package
before storing it away.

Continued on next page
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Supply, Continued

Sources There are four basic sources for supply purchases. These sources and the
type of supplies you can expect from them are shown in the following table:

Source Type Supplies

Servmart                          Local warehouse             • basic consumables
• brushes
• ink
• pens

Government Supply         Navy Supply Group 99     • basic consumables
Agency (GSA)                    (9905) Federal Supply      • papers

class                            • paints
• basic equipment
• Office furniture

Navy Stocklist of         • signs
Publications and         • forms
Forms, NAVPUBINST    • preprinted
P-2002 stationary and

invitations

GSA contracted items    • consumables
• equipment
• furniture
• service contracts

Open purchase                    any civilian business        • any product
available

Imprest Funds                    any civilian business        • any product
available

• $500 emergency
• $1000 if authorized

by a supply corps
officer

1-40
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Supply, Continued

Requisitioning Local commands prefer specific required forms for requisitioning supplies.
Ships, in particular, have unusual and complicated supply channels. Visit
your local supply office and learn what form your command uses. Setup and
maintain a supply requisitioning log similar to a supply Operational Target
(OPTAR) to track the supplies you order.

Figure 1-23 is a standard supply NAVSUP Form 1250 and 1250-1.

Figure 1-23. —Supply requisitions.

Continued on next page
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Supply, Continued

Requistioning
(Continued)

Figure 1-24 is another standard DD Form 1348 and its color-coded receipt
copies.

Figure 1-24. —DD Form 1348.

1-42



Supervision

Introduction There are six basic steps to supervision. Some steps occur automatically and
others will require conscious application. The results of a well run,
effectively supervised shop are a contagious professional work ethic among
crew members and a high caliber end product.

Planning Planning is the first step in supervision. It is also a part of all other steps.
Planning applies to every aspect of the shop, not just tasking. Let the crew
know long- and short-range plans that concern the shop. Solicit their input
for setting shop goals. Without a plan, there is nowhere to go.

Figure 1-25 demonstrates how planning affects all aspects of supervision.

Figure 1-25. —Six basic steps in supervision.

Continued on next page
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Supervision, Continued

Planning Some things to consider when formulating plans to accomplish a task are
(Continued) shown in the following table:

Continued on next page
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Supervision, Continued

Organizing Understanding from whom one receives orders and over who one has control
is imperative to the organization and management of an efficiently run shop.
Each worker must understand the chain of command in the shop and the shop
position in the command. The chain of command must be definite, clear-cut,
and short.

Figure 1-26 illustrates a direct and uncomplicated chain of command.

Figure 1-26. —An
uncomplicated chain of

command.

Organizing also involves dividing work into manageable tasks and arranging
these tasks in logical order. Workers assigned to the task must have a clear
definition of their duties and responsibilities. When assigning workers to a
job, consider how many people the job requires, worker skill levels, and the
job time line. Some jobs necessitate dividing the labor force into an
assembly line vice independent workers,

Continued on next page
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Supervision, Continued

Organizing Some of the advantages and disadvantages of a divided work force is shown
(Continued) in the following table:

Work force

Assembly line

Independent worker

Advantages Disadvantages

• rapid production          • limited overall
• developed expertise         development

• unable to see big
picture

• boredom

• pride in                     • skilled workers
accomplishment sometimes do menial

• development of skills      tasks
• sees big picture              •  requires broader skills

Coordinating All phases of leadership and management require coordinating. It starts at
the planning stage when deciding who is the right person for the job, whether
the material to do the job is onboard, and if the work environment is ready to
support the job. Coordinating outside shop support, equipment readiness,
and timely completion ensures that deadlines are met and no one shop is
scrambling because another shop fell behind.

Supervising Supervising is more than coordinating work flow and staying abreast of new
technologies. It involves communicating both up and down the chain of
command, thoughtful and timely decisions, and consistency and fairness. Be
supportive without interfering or stifling creativity. Regularly monitor
inexperienced personnel, but monitor experienced personnel far less.
Provide feedback and motivate your crew. Fulfill administrative obligations
accurately and in a timely manner.

Continued on next page
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Supervision, Continued

Supervising FEEDBACK: All people want feedback on job performance and for different
(Continued) reasons. Provide feedback in the forms of criticism or praise. Feedback in

either form should be honest and constructive. There is a major difference.
Praise a worker in public, criticize him in private. Feedback may be
intangible as in verbal exchanges or physical gestures and touch or tangible
as in counseling sheets, evaluations, and awards.

The following table lists some tangible forms of feedback:

Form Further Information

Counseling sheets                            • Local policy and instruction

Liberty                                          • Local policy and instruction

More challenging assignments             • Local policy and instruction

Evaluations                          •  Navy Performance Evaluation
(EVAL) and Counseling System,
BUPERSINST 1610.10

Awards                                       • Local policy and instructions on,
• commendatory

correspondence
• Sailor of the

Month/Quarter/Year
• commendatory mast

• Navy and Marine Corps Awards
Manual, OPNAVINST 1650.1

MOTIVATION: Take time to know each worker and what motivates each
one. Motivate people differently. Be creative in seeking ways to motivate
your crew members. Foster team spirit within the shop, division, and
command. Motivate positively. Negative motivation produces negative
results and promotes undesirable behaviors.

Continued on next page
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Supervision, Continued

Supervising ACCURACY: The administrative forms you complete and submit are only
(Continued) as good as the accuracy of the information on them. Inaccurate figures

misrepresent situations and lead to misunderstandings that may cost the shop
funding and billet structure. So be accurate.

TIMELINESS: Complete tasks, both administrative and shop, on time.
Submitting input late is like not submitting input at all. Seniors and
subordinates appreciate and respond to timely consideration. When you are
unable to complete an item quickly, conduct regular follow-ups and provide
updates to individuals concerned.

Training If you are a supervisor, you are the frost and primary link to rating
knowledge. You have a responsibility to train subordinates and educate
seniors about your rate. You are the most experienced person onboard at
your level of expertise in your field. Make reference material available and
explore new technologies and products. If you are not the supervisor, your
obligation is to attend training, study all reference materials, and learn new
skills actively.

The following are a few recommendations for an effective training program:

• Assemble all reference materials
• current bibliography (BIB)
• Personnel Advancement Requirements (PARS)
• directives and instructions
• rate training manual
• manufacturer’s instruction manuals
• civilian references

• Establish a set time
• without interruptions and as part of regular work routine
• same day and time weekly
• 1 hour minimum

• Review all material 3 months before exam
• review to understand
• quiz or test regularly

Continued on next page
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Supervision, Continued

Training The following are additional Navy training manuals you may want to study:
(Continued)

•

•

•

•

•

•

Blueprint Reading and Sketching, NAVEDTRA 12014

Lithographer’s Mate 3 & 2, NAVEDTRA 10451

Photographer’s Mate Basic, NAVEDTRA 12700

Photographer’s Mate Advanced, NAVEDTRA 12701

Navy Customer Service Manual, NAVEDTRA 12972

Navy Correspondence Manual, NAVEDTRA 13091

Check with your Educational Services Office concerning the availability of
the BIBs and PARs electronically.

Accountability Regardless of your position in the chain of command, take responsibility for
your actions. Take charge of your professional and personal behavior.
Invest in how the shop is run. Be responsible for applying what you learn to
what you do. Inform your seniors on all matters impacting the shop and seek
assistance if needed. Do your job to the best of your ability.
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Job Orders

Introduction Job orders are requests for a product that requires the expenditure of funds
and man-hours. Job orders accompany the job to completion. They are a
record of the classification of the job, the originating department, the code or
activity, the originator, and a phone number. The job order shows who did
the job, how long it took, and how much supplies were used. Job orders
should also indicate who picked the job up and when. Retain job orders for 1
year or until a new fiscal year begins before discarding.

Format Your job request may be the standard Navy job request, or it maybe a local
form. Local forms need to present a complete picture of information to the
worker. Supervisors must make sure there is enough information on the job
order for the worker to do the job without having to do additional
calculations or finding more information.

Local forms Base the information for the construction of a local job order form on the
reporting criteria for the VI annual report. This will simplify report
requirements by building in readily quantifiable figures. Add to this
information the date when the job entered the shop and the date due. There
should be a section where the shop LPO can make specific comments to the
worker or assign a priority and an area for a pick-up signature and date.
Specific guidance for designing job order request forms is in SECNAVINST
5290.1.

Job order log Enter incoming job orders into a job order log book. Give them a sequential
number and write down information including a brief description of the job in
the log. This is an invaluable aid in tracking the progress of a job throughout
the shop. Later, this information will gauge predictability in the history and
trends in work load and supply use. You will have a ready reference for job
status, man-hours spent on a job, and a record of who picked up the job and
when. Maintain this book accurately and diligently.

Continued on next page
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Job Orders, Continued

Standard job Figure 1-27 is the front of a standard job order form.
order form

Figure 1-27. —Job order.

Continued on next page
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Job Orders, Continued

Standard job Figure 1-28 shows the amount and type of information on the job order that
order form will also be in the job log and eventually translated to the VI report.
(Continued)

Figure 1-28. —Audiovisual Activity Job Order (back).
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Customer Service

Introduction The Navy Illustrator Draftsman is a customer service oriented rate. We
provide a product to a customer. Your customer maybe the fleet, a
coworker or peer, your seniors, and even a subordinate. The customer
perceives your attitude and responsiveness as part of the product. You spoil
a beautifully executed product by treating a customer poorly. Poor treatment
is what a customer remembers. If you are not able to assist your customers,
refer them to someone who can. Don’t let a customer walk away from you
dissatisfied.

Figure 1-29 shows worker responsibilities to extend professional customer
service.

Figure 1-29. —Service obligations.

Customer Be courteous and responsive to the requests of customers. Listen carefully to
treatment what they want. If they are asking the impossible, tell them so and offer

alternatives and solutions. Project a positive attitude and do not ridicule
customers for their ignorance. You are the expert; guide them
professionally. Most customers are not aware of the talents that a DM has or
the capabilities of the shop.
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Quality Control

Introduction All work done in your shop reflects upon the shop, its workers, and its
leadership; whether you or a coworker did the work is immaterial. It does
not matter if you are the supervisor or the worker; the reputation of the shop
is your reputation. The work produced by the shop must be professional in
appearance and meet professional standards. A shop should have someone to
review completed jobs to ensure that they are, in fact, completed as the
customer requested and that they meet prescribed standards of execution and
presentation.

Quality control
inspectors

What to look
for

Individuals with a keen eye for detail and a thorough knowledge of drafting
standards and practices should review completed jobs before the originators
are called to pick them up. LPOs may assign these individuals and should
rotate the assignment occasionally to cross train other workers.

Before a product is reviewed for quality, the inspector must have a copy of
the original to mark corrections on. When a copy is unavailable, then cover
the original with an overlay to protect it. Do not markup an original
drawing. The inspector is looking to see if the artwork satisfies the
customer’s request. The inspectors have a set of standards or guidelines for
format, size, lettering, and standard drafting practices. If the job requires
support from other shops, they check to see if those shops will have problems
handling the job.
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Summary

Review This chapter briefly covered shop layout and the importance of the physical
environment in the shop. There is a list of regulations and forms that have a
direct influence on the operation of the shop and your professional
knowledge. Files and supply are site specific. Good supervision requires
constant application and refinement. Job orders, customer service, and
quality control are as important to a shop as good supervision. Run your
shop as if it needed to show a profit or as if it were your shop in the civilian
sector. Remember, your reputation depends on a quality end product and
prompt, courteous customer service.

Comments Thoroughly understand regulations, those that apply to how a shop is run and
those that apply to you and your workers as Navy personnel. A solid
foundation in Graphic Design Standards, copyright regulations, and printing
regulations is imperative. Stay abreast of new instructions in the field of
computer generated graphics and electronic imagery manipulation, hazardous
waste, and precious metals. Practice the core values of honesty, integrity,
and courage in every transaction with every person. Go home at the end of
the day confident that you have done your very best work and that you have
treated all persons well and fairly.
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